
Alchemy Course Insite Reference 
 
Registering for a class in Course Insite 

 

 
  

Figure #1:  Course Insite Login Screen 

Step-by-Step: 
 

1. Go to the Course Insite site at http//modwd.courseinsite.com. 
2. Enter your user name.   

NOTE:  For DWD staff, this will be your CMS username.  For partner staff, 
this will be your Toolbox username. 

3. Enter your password.  
NOTE:  The first time you log in, your password will be your CMS or 
Toolbox number in all caps.  The password is case sensitive. (Ex.: 
CMS9999 or WR9999)   

 

NOTE: TMS and Course Insite are not the same system and do not 
communicate with each other, the password you use in TMS will not work in 
Course Insite.   

 

3 

2 

1 

http://stage.modwd.courseinsite.com/


 
 

Figure #2:  Change Password Pop-up Screen 

 

The first time you log into Course Insite, you will be prompted to change 

your password and enter your email address. 

 

Step-by-Step: 
 

4. Verify or enter your email address. 
5. Enter a new password. 
6. Confirm the new password. 
7. Click the Submit button. 
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There are four options you can use to choose to view the classes offered: 

 Catalog Calendar 

 Show All Classes 

 Show Next 7 Days 

 Show Next 30 Days 
 

 

 
Figure #3:  Course Insite Learning Platform Screen 

 

Step-by-Step: 
 

1. To see the classes offered, choose from one of the four view options in 
the left column. 
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Figure #4:  Course Insite Course Catalog 

 

Step-by-Step: 
 

2. To register for the class, click on the “Add to Cart” button next to the 
Missouri’s Next Generation Career Center Framework class. 
 
Notice the class has moved to the “Shopping Cart” on the left side of your 
screen.  You can continue adding classes or you can complete registration 
by “checking out”. 

 

 

 

 
 

Figure #5:  Course Insite Shopping Cart  

 

Step-by-Step: 
 

3. To complete the registration process, click on the “Check Out” button in 
the left column. 
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Figure #6:  Course Insite Finalization Screen 

 

Step-by-Step: 
 

4. Click the “Finalize” button to confirm the selected class. 
 
 
 
 

 
 

Figure #7:  Course Insite Confirmation Screen 

 

 

5. You will receive a screen that states that you have been enrolled in the 
class you chose. 
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Taking a class in Course Insite 
 

 
 

Figure #8:  Course Insite Learning Platform Screen 

 

Step-by-Step: 
 

1. To take the class, select “Current Class List” link in the left column to view 
the list of classes you are registered to take. 

 

 

 
 

Figure #9:  Course Insite Class Launch Screen 

 

Step-by-Step: 
 

2. From your list of classes to take, click on the “Launch” button next to the 
Missouri’s Next Generation Career Center Framework class to launch the 
class. 
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Figure #10:  Course Insite Course Power Point Screen 

 

Step-by-Step: 
 

3. Once you click the launch button, the Missouri’s Next Generation Career 
Center Framework power point will open in a new window. 

 

 

 
 

 

 

 

 
 
 

 

 
 
 

 


